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The aedia center ^s generally one c^, t&e larger units 
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tiae each day; therefore, effort should be Bade to create a pleasant 
and visually attr Active learning environment. The. purpose )of this 
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FOREWORD 



A very important component of any scl-^ool plant is the media center/ wht^h houses and makes avail- 
able all forms of, media useday'the students and faculty of the school and provides e>^pertise in their' 



' use.' 



The well planned, properly staffed media center houses, organizes and encourages maximum use of 
books, pamphlets, newspapers, magazines, pictures, paintings, maps-, globes, r^ordings\films, film- 
strii3s, slides and other audiovisual materials and equipment. • i^' 



The media center and its staff serves teachers by providin"^ all types of commercially prepared^or. 

.locally produced media suitable for educational activities of pupils and assisting^eachfers-rrr the ;. 

selection, use and circulation to classrooms of such media. ^. 

Students are served directly by, the media center and its $taf f, which provide'the kinds of hiedia 
needed for group and individual study as well as research projects, personal satisfaction and 
development. • .. . 

-^^^^ (: ■ ' ■ • . . ■ • ■ 

•Th&medila center sh(^tcf be designed in accor'dance with the philosophy and instructional program of 
the schoo^nd should incbrporatd^maximuiTr ftexibility for both use and expansion. The design study 
should include complete layout of all equipment and furnishings envisioned for Its operation. 

This guideTs a publication of the Georgia Department of Education under the direction of School 
Plant Services in cooperation with the MediaVield^lJ^i^vices Section of the Instructional Resources 
Unit of the Division of Educational Media Seryices. Its purpose is to furnish established, tested 
f guidelines for the planning and construction of media ceni^rs (the main ^cLrsilLted_ar^ will 
provide the most efficient and effective facility possible for the school which it serves. ^ 
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Acomibility x # 

The Ideation of the school media center is extfemely important since it may serve many separate 
'functions. It needs to be reasonably near classrooms and departmental ctfntfers where it can be readily 
^ accessible to students that Will be most frequently Using the media available*within the facility. This . 
will also enable convenient distribution of equipment and material .to thi^instructiohal spaces. 

Changes in level between the media center and instruction^ spaces should be avoided when practical 
^ to facilitate qirculation of media eqXiipment on casters.* \ 

Consideration should be given to the use of the school media center by grogps and in^viduals apart 
from regular school hours so that this unit can be operated as independently as possifa/e from other 
^ elements of the total school withbut penalizing student use, diminishing security o^he total plant or^V^?^ 
iiicorporating excessive costs. 

Flexibility . 

The school media center shpuld be designed with maximum flexibility and expandability so that 
during the many years of its Hfe expectancy it can accommodate experimental developments, changes 
in media and concepts for usage. For any of th6 above reasons or for anticipated increase in school ^ 
population, the center should be designed with provision for expansion with minimal cost and dis* 
ruption of ifunction. The possibility of unanticipated expansion should always be weighed in design' 
of space and mechanical-electrical systems serving the center. » ^ 

Eavironmental Factors - > • - 

The media center is generally one of the larger units of the school plant in which all students and 
teachers should spend some time each day; therefore much effort should be made to create a pleasant 
* and visually attractive environment conducive to learning nrtaximum usage. Whether a part of a new 
buirdihg,^ addition to existing plant or just rienovated space, attention rnust be glv to the propor- 
tions of the main areas of the media center to avoid the long, narrow, low-ceiling^spaces that.are 
extremely uRdesirable frorti both the aesthetic and functional standpoint. 

Selection of paint colors, furnishings and materials for floors, walls^nd c§ifings should be carefully 
coordinated to produce lasting, harmonious, comfortable surroundings jff which climate cpntrol, 
lighting, acoustics and maintenance factors have been given proper attention. Quality carp^mg rates; 
high from both an appearance and acoustical standpoint. . ^ 

Traffic and Supervision , • 

Although the media center shobid be designed to bejiighly visible and easily accessible to atlf hibavy 
disruptive'traff ic that penetrates or separate major elements of the center must l^e avoidodL^ 

«.Pesign of the.centeir should provide supervisory personnel ^t their ri;^ain work station with ^ 
^ control over the public areas of the center, including entrances and exTts,Yeading room and 

Fenestration ^ . 

Windows and glassed exterior wall surfaces should be avoided*wherever possible for niaximum use of 
wad space within the media centj^r. S^ielving beneath^^indows should .be^avoidedjinl^ the window^; 
sill is hig|l|f enough above finisfjkflbor to permit continuous full height^iers* 
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COMPON EN t SPACES « 

RMding.Vii^ing and Listening Spaces r . 

The main s0ace to'be utilizeafor r^ading^ivic^ing and listening should be sized in the following' 
manner. - , I • . • ' 

• ^ :■ ■ i • ■ 

• Determine the ADA (Average Daily Atteqda.nce). . * 

• Take 15 percent of ADA up to and Including 500. ' ■ '1 

• AddIO percent of ADA in«Sxcess;^|^ 

• Multiply this sum by 25 square feet tll>ydetermine minimum area requirements, 

• \ Multiply this sum by 35 to 40 squarej feet tojJetermine more desirable area allotment. ^. 

• '!To determine adequate spa^^>^this ^rea as well as other areas consult chapter seVeri of Media 
Programs: District and S(^^ j . ^ ' ~ ~~ 

The minimum flobr.area for this space in any school media center shaH be 1 ,0P0 Square feet* The 
area of media cprrference rooms providRJ m^y be included as pariof this' r^^ired sp^e. ' 



Stack Space « 

I -1 ■ . 

The space for stacks must be computed separate from the main area' although it should notjbe sepa^^ 

rated from the main area by partitions, ^n this area shelving may be doubled-faced and placed in rows 

with clear aisle space of four feet. Forjpbmputing the^amount of sheltt^g which will dictate the 

amountK>f space, see section entitled Shelving and Mil/work — Caseyvbrk of this document. The-sl^ck 

area must be easily accessible to the u^er and designed to provide for effective supervision, 

Workroom ^ace^ ' i' ^ ^ 

All media centers must^have a workroom ^f no less than*120 to 240 square feet* Running water and a 
work counter should be provided at one end of the workroom. Some work shelves shouUt)^ pro- 
vided. Office facilif^ for c I erica f staff should be provided in the workroom* . ^ . * 

For larger schools with two or more cleji^igal staff members additipnal spaceto house additional oIlFicig 
furniture and equrpment will be^necessafy. Additional space for processing and repairing materials 
will be needed for larger schools unless the system has a central processing unit. 

Media Production and Electronics Distribution Area 0 "\ 

There must be an area ranging from a minimum of 240 square feetvto approximately 750 square feet 
in every media center suite for the use of media staff, teachers and students in production of media* 
Types of media production this space shourd be designed ;to accommodate include copy stand work; 



^Midia Progntms: Oihriet and S^^. />ir(\Bx\cAt\ Association of School Ubr^risnt, ALf , 50 East Huron Street, Chicago, lllinoii 
e0611, and Association for Edu^rioh^ Communications and Technology. 1201 Sixteenth Street, Northwest, Waiihington, D. C* 
2003iB. 197S:$2.00. . ^ 



duplicating of slides; mounting and lamiriating; duplic^tind by 4niultilith, ditto, xerox, photostatting, 
mimeographing and other machines, Fof a -more detailed ijst of equipment that should be tfccommo- 
d^ted, refer to chapter six oi Media Programs: District ana^chQol.^ ^ 

The media production c^er should be designed with ample cabinet and drawer space; wortcxounterf 
contaimrig sink with hot and'cold water. The space should accommodate a work table in add'Kion to 
counter. Both audio and video recording and duplicating may take place here. ArjTeigtit by ten copy 
. camera and equipped darkroom should be provided if funding permits. « 

A portion of this space or a separate area must be designed as an electronic distribution ce^lter. The • 
*"head end-' of the TV antenna system or CATV system must be located in this area. Provisions should 
be made not only for receiving signals externally generated but also for 

redistributfon of this signal to all parts of the builcjifig. . * ' ' 



• spaci 



sp^ejfor equipment for recording this signal and laterredistribution to the par< of .the school 
lant desfred at the desired/time. ' . 



• capability to distributi^ internally generated signals. 

' - • ' ■ • ^ . ' ■ c 

^Storage Space / ' ' ' 

• Storage space t5T not less than 300 square feet al^d up to approximatelV classroom size must be pro- 
vided for the media center. Xhe^ mount ot Hawcttovisual equfpm^nt, the number of magazine subscrip- 
tions, the U3e of kits and other special groups of materials kept intact vvrtfdetermine the amount of 
storage space needed. The al^ea should be equipped with 12'inch and 15-inch deep adjustable shelving. 
This^shelvingcan be double-faced and arranged in rows with four-.fobt aisles* ' ' 

Conference -Rooms . . • t 

Several conference rooms will be needed in all med?a centers. The minimum area fpr a cdnference ' 
room should be not less than 120 square feet. It is desirable to have some of the conference rooms 
tiepai^ji^ by accordion or movable partitions to^llow flexible use of the space. Conference rSom r — 
spac^may be counted as part of the reading, viewing, listening (main) area as detailed under that 
section of this documeht. ' • V 

OffideSpae^ ^ , ^ 

Off ice space sufficient to prof/ide for the professional media staff must be provided in all schools. A 
separate office must be provided for the^ead li^J&ry'media specialist: At) office sufficient in size to 
' accommodate all other professional media stafl^y be used rather than separate offices for eadh. In 
schools with less than 300 ADA the o^ce space could be combined with the workroom area. 



^Madfa Programs: District ancn^Jtioof.Wnerican Association of School Librarians, ALA, 50 East Huron Street, Chicago* Illinois 
eoeil, and Asfdciation foi^duouional Commur^icatjions and Technology, 1201 Sixteenth Street, Northwest, Watfiingtoni DtC. 
20036. 1975. $2.00. ^ ' # 



LVING - MILLWORK - CASEWORK 



i^General Media Shelving \ 

Adjustat>lei$helving mgst be provided for 10 items of non-print r&dia and \0 books per pupil enrolled. 
Shelving for at least 20 book$ plus 10 to 20 non-print items per'^pljbil is desirable. Estimate eight items 
per lineal foot of shelving. . / ' . 



The length of shelving between uprights should be threei feet. Th^ overall heightNaf shelving in middle 
and high schools should not exceed six-feeffour-inches and five-feet four-inches elementary schools. 
Shelving should be 10 inches to 12 inches deep. . • ' 

A portion of this shelving of suitable construfction should be placed around the peri^h^ery of thd ) 
reading/viewing/listenihg 9rea. Floor shelving in this area must be avoided except whjife couitter height 
island units may be used»ta define subject areas or use areas. \ ^ 

The remaindeiof.the shelvirg should be plated in a stack area which is computed separate from the 
reading/viey^g/listening area. If'desired, the construction of the shelvJng'in this afea coutd be differ- 
ent from those in the other areas, but they must be adjustable and conform to the spefcif icAdimensions 
given above. / ' , " . . " » \ • 

* ' . - ■ - ■ . ■ \ ' - 

Special provisions sh^ld be made for housing collections of art works, maps and charts. \ 

One or more sections of shelving should be provide in the work^Toom, conference rooms and of^fice 
spaces. . f ^ \ 



Storage' Shelving 

• # 

Shelving in the storage area must be adjustable and conTo.rm in general to the dimensions of general \ 
shelving. A small quantify should be 12 inches deep for housing back^ssues of magazines. The rinriartr>- 
.der should be 15 inches to 18'inches deep for housing audiovisual equipment, kits and other groups, 
of materials kept intact. These^elves may be doubfe faced where space and arrangement within the 
space permits. Sufficient space should b^ left free of stacks or shelving to allow for housing \arge 
A^uipment items on moveable carts. / * 

Work Counters and Cabinets ^ 

^ ^ . " • . . ; : .. 

W6rk courvters with sinks must be provided in the workroom and Jhe production area. Drawers and 
"cabinet ^ace shoul^be provided in the bases of the counters. . ~ 

In the workroom the counter sifduld extend across one w^M only, with shelves provided above'the 
counter. In the production area more extensive courvter spW will be needed with cabinets abov§ the' 
j;punters. ' . .. V ^ . 

Exhibit Areas . / • ' / / 

One or more Hghted exhibit cases to be used in placing emphasis onvJtems for programs of mterest* 
should 6e provided in the\corridoriiear the media center entrance. 



FURNISHINGS AND SPECIALIZED EQUIPMENT 



Reading, Viewing and Listening Areas * • 

Standard Ubrary furniture should be scaled to accommodate the student populatyijt)n;to be served, 
Carrels and ^nfltvidual study stations should be equipped with listening and viewing.capability as well 
0$ some of the regular tables. Specialized furnishing should be provided for circulation desk; media 
return drop or bin; atlas and dictionary stand; vertical files and other similar cabinets; display shelves, 
cases, cabinets, bulletin boards, 

Provisions should be made fqr automated procedures and computerized instruction and for housing 
and use of such specialized equipment as microform readers, tape and disc recorders, television 
receivers and film and fi^mstrip viewers. . V 



Conference tables and chairs shpuld be provided in each conference room. 



Office and Workroom Area 



Standard office furnishings should be provided for each office, Offic^iurnishjngs including files and 
typewriters should be provided m the workroom fpr clerical staff. 

Production and El^ronic Distribution v <- ^ 

In addition to the built-in cabinets provision should be made for a work table.jp the-electronic dis- • 
I trjbution^part of th^ ^rea provision must be made for the equipment necessary^^to facilitate the 
jetectronic distribution of externally and internally generated ^Hna[Sv . _ ^ - 

jLIGHTING, ELECTRICAL, ELECTRONIC DISTRIBUTION AND MECHANICAL PROVISIONS 

^ - ' . ^ . , - 7 ^ 

Lighting 7 

The lighting for media centers shall generally conform to the fcquirements of established lighting 
standards in A Gui^e for Planning and Construction 6f PublicjBchool Facilities in Georgia.^ Installa-,. * 
tions utilizing high efficiency ligTit sources in non-typical situations may be reviewed on an indi- 
vidual basis for apprpvaLthough not entirely compliant with all provisions o'f the above referenced 
standards. Unusually high ceilings, coiferedc€^ngs or indirect lighting systems employing one or 
more types of hig>) intensity discharc|j|*sourceVdre examples pf some situa^ior^s meri)!ting special con- 
sideration. Special requirements for lighting shgiuld evolve from sufficient study of tHe program 
developed specifically nfor media production areas. A combination of 'fixed and portable Jighting with 
maximum flexibility in controls is desirable. Consideration should be given to provision for lighting 
Capability of any of the originating points listed under Electronics Distribution. 

Electrical * \^ ^ ^ 

Electrical equipment, wiring, outlets, switches and other devices shall generally conform to require- 
mentg^for electrical installations t:ontained in A Guide fpr Planning and Construction of Public School 
FaQHifies in Georgia/ " 

(dequate electrical outlets and circuits must be provided in the main reading,* viewing and listening 
Foom^ahdyin the conference rooms to permit simult#eous operation of several pieces of vi^wirtg and" 
/listeningyequipment. 
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Adequate electrical outlets and circuits fnust be provided in the media production and electronics^ x 
distribution area to pernfiit simultaneous operation of numerous pieces of equipment. •ff^formation ^ 
concerning the equipment which should be available for use in this area is contained in the section of 
this document entitled Co^npone^^r Spacw. " • * • 

Double convenience outlets should be located in all areas only after a functional layout is made not 
only of equipment to be initially provided but of equipment anticipated td be added. 

Electronics Distribution . * ^ < ' , ^ 

The "head jBnd" of the school plant's TV antenna system or CATV system must be located in thtijj 
media production area. The (distribution. should provide for receiving signals frorn all sources fof 
recording and/or redistributing to various areas of the building. Conduits must be installed from ori- 
'g/^iating points such as the gymnasium, cafetorium, one media center conference room, music rooms, 
multi purpb^ room, arts and crafts room, language lab, auditorium and little theater to the electro- 
nics distribution area during the mitial phase of construction. These conduits must be sized to , ^ 
accommodate two RG-6/U coaxtel cables and* two shielded audio part cables. UnJs^s the$#-cabl«8-are^ 
installed in the initial co.nstructi^. adequate pull wires must b^ irtifalledJn the conduits for subse* 
quent cable installation. This space must a(:commodate audio and videomco/ding and playback ' , 
equipment placed to receive all incoming signals and to redistribute thjaj^igrlals to all^receivkig 
points vyithin the ^)lant, either sinriulta'neously or on a delayed rep Ia^jj8|i from recorded sources. 
This area must also have the capacit^ to redistribute internally generated signals. 

• * » 
Mechanical Provisions 

Heating, ventilating and air conditioning for the media cenrter area shall generally comply with the 
requirements contained in the applicable section oi A Guide for Planning and Constr^tion of Public 
Sthool Facilities in Georgia, * 1 * • 

Temperature, ventilation and humidity^ontrol is very important ta^he life of the media materials • 
as well as to the comfort of occupants. 



